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Performance Management for Employees
Section 2 - Employee Performance Process Steps

Reviewing Defined Criteria for Long Document
Section 2, Lesson 1 Exercise - Scenario: Reviewing Defined Criteria for Long Document

Procedure

In this lesson you will learn how to review defined criteria on a Statewide Long Document.

Step Action

1. Note: The CAPPS HR/Payroll Dashboard (home page) that you see here is for
training purposes only and may display more functionality (menus) than you will see
in your environment.

The view of your home page will vary according to your role.

Favorites + Main Menu +
Home | Workist | MuliChannel Console | Performance Trace |  Add to Favorites Sign out
ORACLE’
Personalize Content | Layout
Menu S av
Search:
My Favorites

CAPPS Interfaces
Consolidated Utiities

Self Service

Manager Seff Service

Time Admin Self Service
Recruiting Center

Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mgmt
Payroll Interface

Workforce Development
Organizatienal Development
Enterprise Learning
Workforce Monitoring
Pension

Interfaces

SetUp HRMS

CAPPS Utiities

Enterprise Cemponents
Worklist

Application Diagnostics

Tree Manager

#100% ~
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Step Action

2. Click the Self Service link.
3. All of the Performance Management tasks will be conducted within the

Performance Management Module.

Click the Performance Management link.

[Perdormance Managemen]

4. Within the Performance Management Module, there is a folder for Performance
Documents.
5. The Other's Performance Documents folder is where you will find requests from

managers nominating you to participate in providing feedback to another employee's
performance evaluation.

6. This is also where you will complete the participant evaluation (Competency
section) and review historical participant evaluations that you have completed.

7. Click the My Performance Documents link.

My Performance Documentd

8. Within the My Performance Documents folder, there are links for documents that
need to be Created (not used for Employees), have been created (Current), and
are Complete (Historical).

9. Click the Current Documents link.
[Current Documenty
10. This page lists the Current Performance Documents for you.

There will normally be one document listed on the Current Performance Documents
page that will indicate the Document Status and Period Dates.

11. Agencies will have various names for the Performance Documents.

In training, we will use either the Statewide Long or Short Document Types.

12. Reviewing Defined Criteria is not a required step therefore some agencies may or
may not require their employees to review.

The next step in the process is Checkpoint 1 (if applicable) that is why you see it
listed as the Document Status.

13. Click the Statewide Long Document Type link.
Statewide Long
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Step Action

14. Let's review this page by sections.

To the left is the Activity Guide which tells you where you are within the
Performance Management Process.

Depending upon your business process(es), you may or may not complete every
single step/task.

15. You will notice that there is a green icon next to Define Criteria. This means that
this step is Complete.

The Define Criteria step was completed by the manager and now you can review

what they completed.
16. Yellow means this step is waiting to be completed as in the Checkpoint 1 listed.
17. There are due dates within the steps. They serve as a guide for the Manager to

complete the steps in the process.

18. Managers have 30 days to complete Define Criteria.

19. Checkpoint 1 due dates are 305 days before Period End Date.

(Completing Checkpoints are optional).

20. Checkpoint 2 is 180 days before Period End Date.
21. Finalize Criteria is 60 days before the Period End date.
22. Complete Self Evaluation and Review Manager Evaluation are the last steps for

the Employee to complete. The due dates are 15 days after the Period End Date.

23. Click the Overview link.

24. The Overview page provides details on the Performance Process Steps.

Keep in mind that it all depends on your agency's business processes if certain steps
will be performed or not.

25. Click the More Details link.
Viore Details
26. Click the Close link.
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Step Action

27.
on the right.

You may need to minimize the Activity Guide to review the Statewide Document

Click the Minimize Performance Process button.

28.

To bring the Activity Guide back,

Click the Expand button.

29.

[

To see details for the Defined Criteria step you must expand this step.

Click the Expand Sub Steps button.

Favorites ~ Main Menu -

ORACLE’

Performance Process
Steps and Tasks

Test Employee DEFG
Statewide Leng Document Type
01012018 - 1203172018

= @ Define Criteria
Due Date 017302018
View

= © Checkpaint 1
Due Date 03012018
Review Manager Comments

* O Checkpaint 2
DueDate 07042018

Finalize Criteria
DueDate  11/01/2018

Complete Self Evaluation
DueDate  D1/152019

Review Manager Evaluation
DueDste 030172019

> Self Service »

Overview

> <5 Wy
Worklist

Home MultiChannel Console

Statewide Long Document Type:

Checkpoint 1

Job Title Administrative Asst Il
Document Type Statewide Long Document Type
Template Statewide Long Eval Form

Status In Progress

1. Update your performance eriteria by entering any progress against your goals andior responsiblities.
2. Add any comments on how you are progressing against your performance criteria
3. Once you are done select the Share with Manager button to save your work and nofify your manager that you have sharec

Documents v >  Gurrent Documents [

Performance Trace Add to Favorites Sign out

Return to Current Documents A

&Print | 7 Notify

Manager New Manag

Period D1/01/2018
Document ID 139016

Due Date 03/01/2018

[E} Long Format

Type of Evaluation || GoalsiObjectives
Section 1 - Document Purpose

Document Purpose will be evaluated by: Manager

- Expand | (») Collapse

Annual Employee Evaluation

Attachments
No Attachments have been added to this document

Add Attachment

Core Competency

Career Development

Audit History
Created By New Manager 10M7/2017 4:02:09PM
Approved By New Manager 10M7/2017 5:23:52PM v
Last Modified By New Manager 10172017 5:23:52PM
< >
0% v
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Step Action

30.
you will use the View option.

Click the View link.

Wiew

To view the Statewide Long Document Type with the defined criteria more easily

31.

The top portion of the page states the Define Criteria - Completed because you are
viewing the defined criteria that was completed by the manager.

This section also includes details regarding this evaluation.

32.

The print icon allows you to view and print the document in a pdf format.

33.
review.

The bottom half of the page contains Evaluation Tabs with defined criteria for your

34.

The current tab is on Type of Evaluation. This tells you the Document Purpose.

This particular document is for an Annual Employee Evaluation.

Favorites « Main Menu - > Self Service v >

Home

ORACLE’

Statewide Long Document Type
Define Criteria - Completed

Job Title Administrative Asst Il
Document Type Statewide Long Document Type
Template Statewide Long Eval Form

Status Completed

This is a copy of the approved performance criteria

Type of Evaluation | GoalsiObjectives || Core Competency
Section 1 - Document Purpose

Document Purpose will be evaluated by: Manager

~ Expand | (s Collapse

Annual Employee Evaluation

Attachments
No Attachments have been added to this document

Add Attachment

Career Development

* > My Documents v > Current Documents al

Warkiist MultiChannel Console Performance Trace Add to Favorites Sign out

Return to Current Documents A

&Prnt | =7 Notity

Manager New Manager
Period 01/01/2018 -
DocumentID 189016
Due Date 01/30/2018

1213112018

Audit History
Created By New Manager 10/17/2017 4:02:09PM
Approved By New Manager 10172017 5:23:52PM
Last Modified By New Manager 10/17/2017 5:23:52PM
v
®100% -
Step Action

35. Click the Goals/Objectives tab.

Goals/Objectives
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Step Action

36. The Goals/Objectives are collapsed so you will expand them in order to few all of
the details at once.

Click the Expand link.

37. You will review every Goal, the descriptions, and any other information that has
been entered.

38. Click the scrollbar.

39. Review Goals and Descriptions for Goals 2, 3 and 4.

40. Click the scrollbar.

41. Click the Core Competency tab.

| Core Competency |

42. Click the Expand link.
43. Review all of the Competencies and the descriptions.
44, Click the scrollbar.
45. Continue reviewing the Competencies and descriptions.
46. Click the scrollbar.
47. Click the Career Development tab.
Career Development
48. Click the Expand link.
49. Review the Employee Career Development Area and any descriptions and
comments.
50. Click the scrollbar.
51. Click the scrollbar.
52. Note: Goals/Objectives and Career Development can be added/deleted/edited

throughout the entire Performance Management process.

Based on discussions and performance, the manager may make changes in these
areas.

53. Competencies can be added/deleted/edited up until the manager completes the
Finalize Criteria step. After that, no additional changes can be made to
competencies.
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Step Action

54. Reviewing defined criteria is not a requirement for an employee unless the manager
requests, therefore there is no action for you to perform in the system.

However, there is a notify button that you can use to send an email to your manager
informing them that you have reviewed per their request.

Click the Notify link.
£ Moty

55. Enter the desired information into the To field. Enter "manageremail@texas.gov".
To

56. Enter the desired information into the Message Text field. Enter "I have reviewed

the defined criteria per your request.".
Message Text

57. Click the Send button.
58. Click the Home link.
59. Congratulations! You have successfully completed this lesson.

End of Procedure.

Reviewing Checkpoint Feedback
Section 2, Lesson 2 Exercise - Scenario: Reviewing Checkpoint Feedback

Procedure

In this lesson you will learn how to review Checkpoint feedback, if applicable.
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Favorites ~ ‘ Main Menu ~

Home | Worklist | MutiChannel Console |

ORACLE"

(4]
o
4

Menu
search:

» My Favorites
» CAPPS Interfaces

» Consolidated Utilities

» Self Service

» Manager Seif Service

» Time Admin Self Service

» Recruiting Center

» Recruiting

» Workforce Administration

» Fusion Integration

} Benefits

) Compensation

» Stock

» Time and Labor

» Payroll for North America

) Global Payroll & Absence Mgmt
» Payroll Interface

) Workforce Development

F Organizational Development
) Enterprise Learning

} Workforce Monitoring

» Pension

» Interfaces

» Set Up HRMS

» CAPPS Utilities

» Enterprise Components

» Worklist

» Application Diagnostics

» Tree Manager

Performance Trace | AddtoFavorites | Sign out

Personalize Content | Layout

®100%

Step Action

Click the Self Service link.
Self Senvice

Favorites « ‘ Main Menu = > Self Service v

Home | Workist | MutiChannel Console

ORACLE’

Self Service
L Self Service
Navigate to your seif service information and activities.

Contact Us (Portal) = Install Mobile Applications
H_CNTCT_US_GBL

HCM Mobile Application Home Page

Time Reporting r Personal Information
1.5 Report and review your time, schedules, request absences E Review and update your personal information.
and more. [ Add an Accident/incident
[ Texas Time = Change Password
[ Report Time = Disabiliy Indicator ESS
[ View Time: 17 More.

) User Preferences
{azL. Benefits
Eﬁ? Review health, insurance, savings, pension or other benefits
information. Review and update dependent and beneficiary
personal information
= Life Events
=3 Benefits Information
[ Dependents and Beneficiaries
7 More.

% Stock Activity
Review your siock options and stock purchases, report sales
and updste share issuance instructions
I Stock Option Summary
= Stock Option Activity
[E Stock Purchase Activity
2 More...

{a#- Performance Management
Aecess your performnce and development douments, and
evaluations you have done for others.
(&3 My Performance Documents
£ Others Performance Dotuments
£ My Development Documents
3More...

Add o review information about profiles of skills and
competencies, interest ists, training and development
=] Employee Required Training
[ Facuty Event Tracking
F= Talent Profile

14 More.

@‘,‘\ Learning and Development

Career Planning
Employee Career Planning Self Service
) My Profile
= Career Path
=) Career Goals
& More

Manage Delegation
Delegate authority for seif-senice transactions, and review
and revoke delegation requests

Set Accessibility
Set user preferences for accessibility mode

| Performance Trace | AddtoFavorites | Sign out

Edit "Self Service” Folder

Review Transactions
Review transactions that you submitted for approval

Review your pay and compensation history. Update your
direct deposit and other deduction or contribution information.
] 1095-C Gonsent
5] TX Compensation History S8
=] View Form 1095-G

35 More.

F Payroll and Compensation

By Leave Transfer Requests
(] § Request to donat Ieave, receive donsted leave, retum
unused leave and terminate participation.
) Donate Leave Request
= Receive Donated Leave Request
] Refum Unused Leave Request
2 More:

E Recruiting
ﬁ% Recnuiting
[E Careers
=] Check Referral Status
=) Confirm Referal
5 More.

Workflow User Preferences
Profiles workflow user preferentes.

®100%
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Step Action

2. Click the Performance Management link.

[Perdommance Managemen]

3. Click the Current Documents link.
4. Click the Current Documents link.
[Current Documenty
5. Click the Statewide Long Document Type link.

Statewide Long

6. You are about to review the Checkpoint 1 feedback provided by your manager.

Checkpoints are status updates within the evaluation period where a manager has
identified where an employee stands with the assigned Goals/Objectives,
Competencies and Employee Development for their position.

7. Click the Minimize Performance Process button.
8. Click the Goals/Objectives tab.

| Goals/Objectives |

9. Click the Expand link.

10. You will review the Status and Manager Comments for each Goal assigned.

11. Click the Scroll bar.

12. The manager may have added their comments in the Goals & Objectives Summary
text box.

13. Click the Scroll bar.

14. Click the Scroll bar.

15. Click the Core Competency tab.

| Core Competency |

16. For Competencies, there are no status updates within a Check Point. Although
managers may include comments for the Competency summary.

The manager can also add and delete competencies throughout the year prior to
them finalizing criteria.
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Step Action

17. Click the Career Development tab.

| Career Development |

18. Click the Expand link.
[=Exnand
19. The manager has indicated PMP certification as an area planned for development.

Review the Manager Comments for this area.

20. Click the Scroll bar.

21. The manager did not make any updates to the Development section and there are no
comments.

22. Click the Scroll bar.

23. You have reviewed the Checkpoint 1 feedback and will notify the manager.
Click the Notify link.
£ Notify

24, Enter the desired information into the To field. Enter "manageremail@texas.gov".
To

25. Enter the desired information into the Message Text field. Enter "I have reviewed

the Checkpoint Feedback.".
Message Text

26. Click the Send button.
27. Click the Home link.
bomd
28. Congratulations! You have completed this lesson.

End of Procedure.

Completing Self-Evaluation
Section 2, Lesson 3 Exercise - Scenario: Completing Self-Evaluation

Procedure
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In this lesson, you will learn how to complete an employee self evaluation upon request by your
manager.

Favorites ~ Main Menu ~
Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
ORACLE
Personalize Content | Layout
Menu s ov
Search:

My Favorites
CAPPS Interfaces
Consolidated Utiities

Self Service

Manager Seff Service

Time Admin Self Service
Recruiting Center

Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mgmt
Payroll Interface

Workforce Development
Organizational Development
Enterprise Learning

Workforce Monitoring

Pension

Interfaces

Set Up HRMS

CAPPS Utiities

Enterprise Cemponents
Worklist

Application Diagnostics

Tree Manager v

H100% ~

Step Action

1. Click the Self Service link.

Self Senvice
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Favorites ~ Main Menu - > Self Service v

ORACLE’

Self Service
@ Self Service
Navigate to your seif senvice information and activities.

Contact Us (Portal)
H_CNTCT_US_GBL

Time Reporting

l @ Report and review your time, schedules, request absences.
ana more.

[ Texas Time

3 Report Time

[ View Time:

) User Preferences

{azL. Benefits
E|$ Review health, insurance, savings, pension or other benefits
information. Review and update dependent and beneficiary
personal information
= Life Events
=3 Benefits Information
[ Dependents and Beneficiaries
7 More.

¥qili| Learning and Development
@NQJ Add o review information about profiles of skills and
competenties, interest ists, training and development.
=] Employes Required Training
[ Facuty Event Tracking
F= Talent Profile
14 More.

Career Planning
Employee Career Planning Self Service
) My Profile
= Career Path
=) Career Goals
6 More.

Set Accessibility
Set user preferences for accessibility mode

Home Warkiist MultiChannel Console

= Install Mobile Applications
HCM Mobile Application Home Page

r Personal Information
E Review and update your personal information
5 Add an Accident/incident
) Change Password
= Disability Indicator ESS
7 More.

Stock Activity Iy
Review you stork: options and stock purchases, report sales ) ) Request to donat leave, receive donated leave, retum

and Update share issuance instructons
I Stock Option Summary
= Stock Option Activity
[E Stock Purchase Activity
2 More...

{a#- Performance Management
@ Access your performance and development documents, and
evalustions you have done for others.
(&3 My Performance Documents
£ Others Performance Dotuments
£ My Development Documents
3More...

Manage Delegation
Delegate authority for seif-senice transactions, and review
and revoke delegation requests

Performance Trace Add to Favorites

Sign out

Edit "Self Service” Folder

=] Review Transactions

=/ Review iransactions that you submitted for approval

F Payroll and Compensation

Review your pay and compensation history. Update: your

Compensation History S5
=) View Form 1095
More.

7y Leave Transfer Requests

unused leave and terminate participation

ceive Donated Leave Request
tum Unused Leave Request
More.

P

Recruiting
ifin

(7= Workflow User Preferences
C" Profiles workflow USET preferences.

direct deposit and other deduction or contribution information.

®100%

Step

Action

Click the Performance Management link.

Performance Management

Click the Current Documents link.

This page lists the current document where you will need to complete your self-
evaluation with a status of Evaluation in Progress.

Statewide Long

Click the Statewide Long Document Type link.

You are on the Update and Complete Self Evaluation step.

Click the Minimize Performance Process button.

accordingly.

You will go through each of the Evaluation Tabs and enter information

There will be ratings to select and comment boxes for Goals and Competencies.

- | EXpan

Click the Expand link.

10.

Click the Scroll bar.
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Action
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11.

Click the Employee Rating list.

Employee Rating|

Step

[E} Long Format | [f] Calculate All Ratings

Goals/Objectives

VI
Favorites » Main Menu » > SelfServicev > - Documents v > Current Documents &l
Home Waorkist MultiChannel Console Performance Trace Add to Favorites Sign out
ORACLE
»
Statewide Long Document Type Return to Current Documents Save |
Self-Evaluation - Update and Complete

Complete | A

Core Competency || Overall Summary | Career Development

&Print | £ Notify

Job Description
Section 1 - Employee Goals

Enter ratings and comments for each goal listed below, if applicable

- Expand | (1 Collapse

Goal 1: Increase customer satisfaction by 10%

Description : Increase customer satisfaction by 10% by year end.
* Due Date

* Status: In Progress

* Percent Complete: 0

Employee Rating
0- Not Applicable

0.00F,

Crested By New Man:

Goal 2: Reduce Custo

* DueDate:
* Status: In Progress
* Percent Complete: 0

Crested By New M.

Goal 3: Obtain additional education.

Description : Obtain additional education to increase workforce and leadership skills.

®100%

Action

12.

Click the 4- Exceeds Expectations list item.
4- Exceeds Expectations
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CapPS

Favores v | ManMeniv 5 SerSenie~ > = 5 My Documents v > Current Documents |
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out
ORACLE"
Statewide Long Document Type Refumn to Current Documents | Save | | | Complete | A
Self-Evaluation - Update and Complete &Pt | (£ Noty
[E} Long Format | [] Calculate All Ratings.
| GoalsiObiectives | Core Compstency || Overall Summary || Career Development || Job Descripton
¥ Section 1 - Employee Goals
Enter ratings and comments for each goal listed below, if applicable.
- Expand |

+ Collapse

w Goal 1: Increase customer satisfaction by 10%

* Due Date
* Status: In Progress
* Percent Complete: 0

Description : Increase customer satisfaction by 10% by year end.

Employee Rating {[RIST ] SUamEIIS 4.00

Creates By New Mansger

10242017 10128
+ Goal 2: Reduce Customer Complaints by 5%

Description

* Due Date:
* Status: In Progress
* Percent Complete: 0

Reduce customer complaints by 5% during Q2.

Created By New Manager

2472017 10:128M
¥ Goal 3: Obtain additional education.

Description : Obtain additional education to increase workforce and leadership skilks 4
®100%
.
Step Action
. . .
13. Click the Employee Rating list.
Employee Rating| wv|
Favores~ | ManMeniv 5 SerSenie~ > = > My Documents v > Current Documents )
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out
ORACLE"
Statewide Long Document Type Refumn to Current Documents | Save | | | Complete | A
Self-Evaluation - Update and Complete &Pt | (£ Noty
[E} Long Format | [f] Caiculate All Ratings
| Goals/Objectives | Core Competency || Overall Summary || Career Development || Job Description
¥ Section 1 - Employee Goals
Enter ratings and comments for each goal listed below, if applicable
- Expand |

+ Collapse

w Goal 1: Increase customer satisfaction by 10%

* Due Date
* Status: In Progress
* Percent Complete: 0

Description : Increase customer satisfaction by 10% by year end.

Employee Rating | 4- Exceeds Expectations v 4.00

Cresten By New Wanager 10242017 101280
+ Goal 2: Reduce Customer Complaints by 5%
Description

* Due Date:
* Status: In Progress
* Percent Complete: 0

Reduce customer complaints by 5% during Q2.

Employee Rating

0- Not Applicable

1-Unsatisfaclory

Created By New Mansgq 2- Needs Improvement
3- Meels Expectations

w Goal 3: Obtain addi 4- Exceeds Expectations

5- Quistanding

Description : Obtain additional education to increase workforce and leadership skills.

#100%
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Step Action
14.

Click the 4- Exceeds Expectations list item.
4- Excesds Expectations

Favorites « Main Menu > Self Service v > v > My Documents v > Current Documents [l
Home Worklist MuitiChannel Console Performance Trace Add to Favorites Slgn out
ORACLE"
» Statewide Lﬂﬂg Document Type Return to Current Documents Save | | Complete ~
Self-Evaluation - Update and Complete SPont | = Notry
[Ep Long Format | [ Calculate All Ratings

Goals/Objectives || Core Competency || Overall Summary || Career Development || Job Description

Section 1 - Employee Goals
Enter ratings and comments for each goal listed below, if applicable.
~ Expand | » Collapse

Goal 1: Increase customer satisfaction by 10%

Description : Increase customer satisfaction by 10% by year end.

* Due Date
* Status: In Progress
* Percent Complete: 0

Employee Rating [4- Exceeds Expectations v 400

Crested By New Manager w

017 10120
Goal 2: Reduce Customer Complaints by 5%
Description : Reduce customer complaints by 5% during Q2.

* Due Date
* Status: In Progress
* Percent Complete: 0

Employee Rating [{RISTEN Y STEBEICN Vv

Goal 3: Obtain ad nal education.

Description : Obtain additional education to increase workforce and leadership skills.

100% ~

Step Action

15. Click the Scroll bar.

16. Click the Employee Rating list.

Employee Ratingl

v
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Self-Evaluation - Update and Complete
Crestea By New Mansger 10242017 10:1280

+ Goal 3: Obtain additional education.

Description : Obtain additional education to increase workforce and leadership skills.

* Due Date

* Status: In Progress
* Percent Complete: 0

Employee Rating

0- Not Applicable
1-Unsatisfactory

2- Needs Improvement
3- Meels Expectations
4- Exceeds Expectations
5- Qutstanding

Created By New Mansgd

Goals Summary

Favores~ | ManMeniv 5 SerSenie~ > = > My Documents v > Current Documents |
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out
ORACLE"
Statewide Long Document Type Refum to Current Documents | Save | | | Complete | A

&Print | £ Notify

Employee Comments

&%

 Audit History
Created By New Manager 1024/2017 10:12:33AM
Last Modified By New Manager 102412017 11:17:08AM
v
®100%
.
Step Action
. . . .
17. Click the 3- Meets Expectations list item.
3- Meets Expectations
Favores v | ManMenuv 5 SerSenie~ > = > My Documents v > Current Documents |
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out
ORACLE"
Statewide Long Document Type Refum to Current Documents | Save | | | Complete | A
Self-Evaluation - Update and Complete &Pt | (£ Noty
B - )
Crestea By New Mansger 10242017 10:1280
+ Goal 3: Obtain additional education.
Description : Oblain additional education to increase workforce and leadership skilks.
* Due Date
* Status: In Progress
* Percent Complete: 0
Employee Rating
Crested By New Mansger 10242017 10:1280
Goals Summary
Employee Comments. =
LERS «,HFonl -Hs.ze -HB I Q| = =&
¥ Audit History
Created By New Manager 1024/2017 10:12:33AM
Last Modified By New Manager 102412017 11:17:08AM
v
®100% ~
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Step

Action

18.

Enter the desired information into the field. Enter "I am making great progress
toward meeting and exceeding the assigned goals/objectives.".

19.

Click the Spell Check Comments (Alt+5) button.

20.

Click the OK button.

[ ok ]

21.

Click the Scroll bar.

22.

Click the Core Competency tab.

| Core Competency |

23.

Click the Expand link.

24.

Click the Employee Rating list.

Employee Rating | |

Favoriies v ManMenuv > SeSevicev > - > My Documents ~ 5 Current Documents (5]
Home | Wordist | MuliChannel Console | Performance Trace | Add toFavorites | Sign out
ORACLE"
» Retur to Current Documents | Save | | | Complete |

Statewide Long Document Type

Self-Evaluation - Update and Complete EiPrint | [ Notfy

Job Title Administrative Asst Il
Document Type Statewide Long Document Type
Template Statewide Long Eval Form
Status Evaluation in Progress

Employee Data

Department 3001
Location 5004

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the complete button to save

‘your changes and send this document to your manager for review.

Information Tech - 3.1
5004 - 9856 Cross Mountain Cv

Manager New Manager
Period 01/0172018 - 12/3112018
DocumentID 189016
Due Date 11/01/2018

[Eh Long Format | [f] Calculate All Ratings

Goals/Objectives | Core Competency || Overall Summary || Career Development | Job Description

Section 2 - Competencies

Enter ratings and comments for each competency and behaviar listed below, if applicable.

~ Expand | v Collapse
Competency 1: Adaptability

Description : "Adjusts to changing workplace demands.
* responds calmly to challenges and works toward meeting them

* willing to take on new assignments and change focus as demands change
* accepts changes and responds to setbacks with minimal disruption to productivity

* If assigning a rating other th:

0- Not Applicable
Employee Rating | 1-Unsatisfaciory

4 Exceeds Expectations
5- Qutstanding

Crested By Tempiate

E y2:C

e provide a comment

0.00F,

H100% ¥
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Step Action

4- Exceeds Expectations

25. Click the 4- Exceeds Expectations list item.

Self-Evaluation - Update and Complete

Job Title Administrative Asst Il
Document Type Statewide Leng Document Type
Template Statewide Long Eval Form
Status Evaluation in Progress

Employee Data

‘your changes and send this document to your manager for review.

Favores v | ManMeniv 5 SerSenice~ > Documents v > _Current Documents 5|
Home MultiChannel Console | Performance Trace | Add to Favorites Sign out
ORACLE"
Statewide Long Document Type Retumn to Current Documents | Save | | [ Complete |

Department 3001 Information Tech - 3.1
Location 5004 5004 - 9856 Cross Mountain Cv

Enter your ratings and comments for each applicable section and save. When you have finished updating your evaluation select the complete button to save

&Print | £ Notify

Manager New Manager
Period 01/0172018 - 12/3112018
Document ID 139016
Due Date 11/01/2013

[Eh Long Format | [ff] Calculate All Ratings

Goals/Objectives || Core Competency | Overall Summary

Section 2 - Competencies

- Expand | v Collapse
Competency 1: Adaptability
Description : "Adjusts fo changing workplace demands

* responds calmly to challenges and works toward meeting them
* willing to take on new assignments and change focus as demands change

Employee Rating [4- Exceeds Expectations v 4.00F

Created By Tempiate 2472017 10:12AM

Competency Z Communication

Career Development || Job Description

Enter ratings and comments for each competency and behavier listed below, If applicable.

* accepts changes and responds to setbacks with minimal disruption to productivity

* If assigning a rating other than 3 - "meets expectation™, please provide a comment

®100%

Step Action

26. Click the scrollbar.

27. Click the Employee Rating list.

Employee Rating|
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Favores~ | ManMeniv 5 SerSenie~ > = > My Documents v > Current Documents |
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out

ORACLE"
Refum to Current Documents | Save | | | Complete | A

Statewide Long Document Type

Self-Evaluation - Update and Complete Pt | (£ Noty
v Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas
* presents oral and written information required for the job in a clear, concise manner

* expresses alternative points of view in a constructive manner

* eonsiders diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when differences in communication style, viewpoints or culture exist
* informs manager of obstacles and progress as appropriate

*If assigning a rating other than 3 - "meets expectation™, please provide a comment.

Employee Rating

0- Not Applicable

1-Unsatisfaclory
Crested By New Managd 2- N&eds Improvement

3- Meels Expectations

Creates an that fosters excellent
* considers divers perspectives and innovative ideas from employees.
*+encourages employees to be focused and productive
* uses available tools to rack, report and analyze key 10 identify
*makes appropriate effors to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, faimess, honesty and integrity
* demonstrates a steady work ethic, a positive atfitude and emotional maturity

* If assigning a rating other than 3 - "meets expectation™, please provide a comment.
Employee Rating om

Crested By New Manzger 002472017 10:128M

Competencies Summary

Employee Comments.

22 e HFom 'HSIZE vHB I Q|

®100% ~

Step Action

28. Click the 4- Exceeds Expectations list item.
4- Exceeds Expectations

Favores v | ManMenuv 5 SerSenie~ > = 5 My Documents v > Current Documents ||
Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out

ORACLE’

Return to Current Documents | Save | | Complete | A

Statewide Long Document Type
Self-Evaluation - Update and Complete Pt | (£ Noty

+ Competency 2: Communication

Description - Effectively conveys information and encourages an exchange of ideas

= prasents oral and written information required for tha job in a clear, cancise manner

* expresses alternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when differences in communication style, viewpoints o culture exist

* informs manager of obstacles and progress as appropriate

* If assigning 2 rating other than 3 - 'meets expectation™, please provide a comment.
Employee Rating [4- Exceeds Expectations v  4.00|

Created By New Manager 2472017 10:128M

~+ Competency 3: Leadership - Employee

Creates an that fosters excellent
* considers divers perspectives and innovative ideas from employees.
*encourages employees to be focused and productive
* uses available tools fo track, report and analyze key
*makes appropriate effors to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, faimess, honesty and integrity
* demonstrates a steady work ethic, a positive atfitude and emotional maturity

* If assigning a rating other than 3 - "meets expectation™, please provide a comment.
Employee Rating 0003

Crested By New Manzger 002472017 10:128M

Competencies Summary

Employes Comments | [, || Font | sz -|[B 1 W|

®100%
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Step
29.

Action

Click the Employee Rating list.

Employee Ratingl

v

Favorites ~ ‘ Main Menu - > Self Service »

>

-~ 5 My

ORACLE’

Home ‘Worklist

Statewide Long Document Type
Self-Evaluation - Update and Complete

Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas
* presents oral and written information required for the job in a elear, concise manner
* expresses alternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when differences in communication style, viewpoints o
* informs manager of obstacles and progress as appropriate

* If assigning a rating other than 3 -

‘meets expectation™, please provide a comment

Employee Rating 4- Exceeds Expectations v 4.00

Creates By New Mansger 002472017 10:128M

Competency 3: Leadership - Employee

: Creates an that fosters excellent performance
* eonsiders divers perspectives and innovative ideas from employees

* encourages employees to be focused and productive
* uses available tools to track, report and analyze key

Documents v > Gurrent Documents gl
MultiChannel Console

Performance Trace Add to Favorites Sign out

Retum to Current Documents | Save | | | Complete | a

&Prnt | =7 Notity

r culfure exist

1o identify
* makes appropriate efforis to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, fairness, honesty and integrity

* demonstrates a steady work ethic, a positive attitude and emotional maturity

* If assigning a rating other than 3 -

‘meets expectation™, please provide a comment

Employee Rating

0.0

0- Not Applicable
1-Unsatisfactory

Crested By New Managd 2- N&eds Improvement

3- Meets Expectations
4 Exceeds
5- Outstanding

Employee Comments
Font

Size

L3

#100%

Step Action

30.

Click the 4- Exceeds Expectations list item.
4- Excesds Expectations
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Statewide Long Document Type
Self-Evaluation - Update and Complete

Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas
* presents oral and written information required for the job in a clear, concise manner
* expresses aiternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* informs manager of obstacles and progress as appropriate

* If assigning a rating other than 3 - "'meets expectation™, please provide a comment.

Employee Rating [4- Exceeds Expectations v

400EL

Crested By NewNansger 10242017 101280
Competency 3: Leadership - Employee
Description : Creates an environment that fosters excellent performance

* considers divers perspectives and innovative ideas from employees
* encourages employees to be focused and productive

Favoriies v ManMenuv > SeSevicev > - > My Documents 5 Curent Documents [
Home | Wordist | MuliChannel Console | Performance Trace | Add toFavorites | Sign out
ORACLE"
» Retur to Current Documents | Save | | | Complete | A

* experiences minimal difficulty working with others even when differences in communication style, viewpoints or culture exist

&Print | £ Notify

* uses available tools to track, report and analyze key
* makes appropriate efforts to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, faimess, honesty and integrit

* demonstrates a steady work ethic, a positive attitude and emotional maturity

* If assigning a rating other than 3 - "meets expectation™, please provide a comment

Employee Rating [4- Exceeds Expectations  v|  4.00F
Created By New Manager 242017 10:12M
Competencies Summary
Employee Comments.
LK Font size ~-||B I U

to identify

|2

&%

®100%

Step Action

31. Click the scrollbar.

32.

Enter the desired information into the field. Enter "I am exceeding all of the
Competencies that relate to my position.".

33.

Click the Spell Check Comments (Alt+5) button.

34. Click the OK button.

[ ok |

35. Click the scrollbar.

36. Click the scrollbar.

Click the Save button.

Save

37.

38. Click the Overall Summary tab.

| Overall Summary |

39.

Click the Career Development tab.

Career Development

No entries to make on the Overall Summary tab.
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Step Action

40. Click the Expand link.
41. Click the scrollbar.
42. Enter the desired information into the field. Enter "I have submitted the dates that

the PMP certification courses are offered and am awaiting an approval.".

43. Click the Save button.
44, Click the Job Description tab.

Job Description |

45. Click the Expand link.

46. Click the Yes option.

47. Click the scrollbar.

48. Click the No option.

49. Click the Save button.

50. You will select the Complete button once you are all done and want the manager to
be notified.

Click the Complete button.

51. Click the Confirm button.
52. Click the Home link.
Home
53. Congratulations! You have completed this lesson.

End of Procedure.

Accepting/Completing Participant Evaluation

Section 2, Lesson 4 Exercise - Scenario 1: Accepting/Completing Participant Evaluation
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Procedure

In this lesson you will learn how to accept a nominee request and complete a Participant
evaluation for the designated employee.

Step Action

1. When you are nominated to participate in the evaluation of an employee, you will
receive an auto-generated email request similar to this one.

Within the email, you can select the URL and it will take you to the log in screen
otherwise you can navigate there.

Favorites + Main Menu +
Home | Workist | MuliChannel Console | Performance Trace |  Add to Favorites Sign out
ORACLE’
Personalize Content | Layout
Menu S av
Search:
My Favorites

CAPPS Interfaces
Consolidated Utiities

Self Service

Manager Seff Service

Time Admin Self Service
Recruiting Center
Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mgmt
Payroll Interface

Workforce Development
Organizatienal Development
Enterprise Learning
Workforce Monitoring
Pension

Interfaces

Set Up HRMS

CAPPS Utiities

Enterprise Cemponents
Worklist

Application Diagnostics
Tree Manager v

#100% ~

Step Action

2. Click the Self Service link.

3. Click the Performance Management link.

[Pedformance Managemen]
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Step

Action

Other's Performance Document folder is where you will always go to respond to a
nominee request to participate, complete the other employee's evaluation, and to
review historical evaluations that you have completed for others.

Click the Other's Performance Documents link.

[Other's Performance Documentyd

Click the Pending Evaluation Requests link.
Pending Evaluation Requestd

If you were nominated for multiple employees those requests would be listed here.

The manager has the ability to delete their request whereby it will be removed from
the list.

Click the Test Employee DEFG option.
[} Test Employee DEFG

When you Accept or Deny the participant request, your response will automatically
be sent via email to the manager.

Click the Accept button.
| Accept |

10.

After your acceptance, the manager receives an email indicating that you have
accepted the request to participate as a Nominee.

You can either come back to complete the employee evaluation or complete the
evaluation now.

11.

In training, you will go ahead and complete the evaluation.

Click the Test Employee DEFG link.
est Employee DEFG

12.

Notice that the Role says Peer at the top of this document.

13.

As a Participant (nominee), you are completing the Competencies section of the
evaluation for the designated employee.

The employee will not see your participant evaluation only the manager can see it.

14.

Click the Expand link.

15.

Review each Competency and the description and then enter a Rating.

16.

Click the Rating list.
Rating | v|
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Favorites v ‘ Main Menu ~ > SeffServicew > F > > OthersF Documents ~ > Pending Evaluation Requests

Home | Worklist | MultiChannel Console | Performance Trace | AddtoFavorites | Sign out
ORACLE’
Statewide Long Document Type Refum to Current Documents | Save | | | Complete | A
Evaluation GPrint | £ Notity
Test Employee DEFG

Job Title Administrative Asst Il Manager New Manager
Document Type Statewide Long Document Type Period 01/01/2018 - 12/31/2018
Template Statewide Long Eval Form Document ID 139016
Status Evaluation in Progress Due Date 01/15/2019
Reviewer Test Employee GG Role Peer

Enter ratings and comments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

[Ek Long Format | [ Calculate All Ratings

¥ Section 1 - Competencies
~ Expand | » Collapse
+ Competency 1: Adaptability
Description : "Adjusts to changing workplace demands
* responds calmly to challenges and works toward meeting them
* willing o take on new assignments and change focus as demands change
* accepts changes and responds to setbacks with minimal disruption to productivity

*If assigning a rating other than 3 - ""meets expectation™, please provide a comment.

Rating

0- Not Applicable

1-Unsatisfactory
Created By Templaste | 2- Needs Improvement

3- Meets Expectations

v Competency 2: Comm{4- Exceeds Expectations
5- Quistanding

Description : Effectively conveys Informaton and encourages an exchange of ideas

+ presents oral and written information required for the job in a clear, concise manner

* expresses alterative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when difierences in communication style, viewpoints or culture exist

* informs manager of obstacles and progress as appropriate

-1 . fine athar than 2 ™mact . " "

Step Action

17. Click the 4- Exceeds Expectations list item.
4- Excesds Expectations
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Statewide Long Document Type:
Evaluation
t Employee DE

Job Title Administrative Asst Il
Document Type Statewide Leng Document Type
Template Statewide Long Eval Form

Status Evaluation in Progress
Reviewer Test Employee GG

Favorites ~ ‘ Main Menu - > Self Service v > ~ > Others Documents v > Pending Evaluation Requests
Home | Workiist | MultiChannel Console | Performance Trace | AddtoFavortes | Sign out
ORACLE
Retum to Current Documents | Save | | | Complete | A

Enter ratings and cemments for each section in this evaluation, if applicable. At any point in time you can save this evaluation by selecting the Save button.

&Print | 7 Notify

Manager New Manager
Period 01/01/2018 -
Document ID 189016

Due Date 01/15/2019
Role Peer

121312018

[ Long Format | [ Calculate All Ratings

Section 1 - Competencies

- Expand | r Collapse

Competency 1: Adaptability

Description : "Adjusts to changing workplace demands.
* respands calmly to challenges and works toward meeting them

*willing to take on new assignments and change focus as demands change

* accepts ehanges and responds to setbacks with minimal disruption to productivity

* If assigning a rating other than 3 -

e[ 4- Exceeds Expectations

AWTRANT 402PM

Crestea By Tempise
Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas

* presents oral and written information required for the job in a clear, concise manner

* expresses alternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* informs manager of obstacles and progress as appropriate

‘meets expectation™, please provide a comment

* experiences minimal difficulty working with others even when differences in communication style, viewpoinis or culiure exist

®100%

Step Action

18. Click the Scroll bar.

19. Click the Rating list.

Rating |
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Statewide Long Document Type:
Evaluation
* accepts changes and responds to setbacks with minimal disruption to productivity

* If assigning a rating other than 3 - "meets expectation™, please provide a comment

Rating | 4- Exceeds Expectations v

AWTRANT 402PM

Creates By Tempiate

+ Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas
* presents oral and written information required for the job in a clear, concise manner

* expresses alternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when differences in communication style, viewpoints or culture exist
* informs manager of obstacles and progress as appropriate

* If assigning a rating other than 3 - "meets expectation™, please provide a comment

Rating

0- Not Applicable
1-Unsatisfactory

Created By New Mar

+ Competency 3: Leade

Creates an that fosters excellent performance
*considers divers perspectives and innovative ideas from employees.
= encourages employees to be focused and productive
*uses available tools to frack, report and analyze key to identify
*+makes appropriate efforis to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, faimess, honesty and integrity
*+demonstrates a steady work ethic, a positive atfitude and emotional maturity

*If assigning a rating other than 3 - ""meets expectation™, please provide a comment.

ADATINT 4:54PM

Crested By New Manzger

Favorites « ‘ Main Menu - > Self Service v > ~ > Others Documents v > Pending Evaluation Requests
Home ‘Worklist | MultiChannel Console Performance Trace |  Add to Favorites Sign out
ORACLE
Return to Current Documents | Save | | | Complete | A

&Print | 57 Notify

®100%

Step Action

20. Click the 3- Meets Expectations list item.

3- Meets Expectations

Other's Documents ~ >

Self Service v > F
Home |

Favorites ~ ‘ Main Menu ~ >

Workiist | MultiChannel Console | Performance Trace |

ORACLE’

Statewide Long Document Type Retum to Current Documents

Evaluation
* accepts changes and responds to setbacks with minimal disruption to productivity

* If assigning a rating other than 3 - "meets expectation™, please provide @ comment

Rating | 4- Exceeds Expectations v

Creates By Tempiate AWTRANT 402PM

+ Competency 2: Communication

Description : Effectively conveys information and encourages an exchange of ideas
* presents oral and written information required for the job in a clear, concise manner

* expresses alternative points of view in a constructive manner

* considers diverse perspectives when presenting ideas

* experiences minimal difficulty working with others even when differences in communication style, viewpoints or culture exist
* informs manager of obstacles and progress as appropriate

g a rating other than 3 - 'meets expectation™, please provide a comment

LETIN (3 Meets Expectations v

* If assig

Created By New Manager AWATNT 4:59PM

~+ Competency 3: Leadership - Employee

Creates an that fosters excellent performance
*considers divers perspectives and innovative ideas from employees.
= encourages employees to be focused and productive
*uses available tools to frack, report and analyze key to identify
*+makes appropriate efforts to address workplace issues that threaten work-group productivity
* exhibits trustworthiness, faimess, honesty and integrity
*+ demonstrates a steady work ethic, a positive atfitude and emotional maturity

*If assigning a rating other than 3 - ""meets expectation™, please provide a comment.

ADATIONT 4:54PM

Crested By New Manzger

Pending Evaluation Requests
Add to Favorites

Save

| Sign out

| | Complete | A

&Print | 57 Notify

®100%
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Step

Action

21.

Click the Scroll bar.

22.

Click the Rating list.
Rating | v|

Favorites ~ ‘ Main Menu ~ > SeffService~ > F ~ > OthersF Documents ~ > Pending Evaluation Requests
Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
ORACLE
Return to Current Documents | Save | | Complete | A

Statewide Long Document Type
Evaluation

* experiences minimal difficulty working with others even when differences in communication style, viewpoints or culture exist
* informs manager of obstacles and progress as appropriate

* If assigning a rating other than 3 - "meets expectation™, please provide a comment
Rating [3- Meets Expectations v B

Created By New Manager ATI2017 4:.54PM
Competency 3: Leadership - Employee

Description : Creates an environment that fosters excellent performance
* considers divers perspectives and innovative ideas from employees

* encourages employees to be focused and productive

* uses available tools to track, report and analyze key to identify
* makes appropriate efforts to address workplace issues that threaten work-group productivity

* exhibits trustworthiness, fairness, honesty and integrity

* demonstrates a steady work ethic, a positive attitude and emotional maturity

*If assigning a rating other than 3 - meets expectation™, please provide a comment

Rating B
0- Not Applicable =
-Unsatisfactory
Crested By New Managd 2- Needs Improvement
- Mests Expectafions
; 4- Exceeds Expectations
Competencies Summary 5. Outsianding
Comments iz
22 -« Font -l sze - B I U| = := A- B- = ¢

&Print | £ Notify

%100%

Step

Action

23.

Click the 3- Meets Expectations list item.
3- Meets Expectations
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Statewide Long Document Type:
Evaluati

* informs manager of obstacles and progress as appropriate

* If assigning a rating other than 3 - "'meets expectation™, please provide a comment.
Rating | 3- Meets Expectafions e =3

Crested By New Manager TN 4548
Competency 3: Leadership - Employee

Description : Creates an environment that fosters excellent performance

* considers divers perspectives and innovative ideas from employees

* encourages employees to be focused and productive

Favorites + MainMenu~ > SelfService~ > ~ > Others Documents ~ > Pending Evaluation Requests
Home Worklist MuttiChannel Console Performance Trace ‘Add to Favorites Slgn out
ORACLE
Retum to Current Documents | Save | | | Complete | A

s even when differences in communication style, viewpoints or culture exist

&Print | 7 Notify

* uses available tools to track, report and analyze key o identify
* makes appropriate efforts to address workplace issues that threaten work-group productivity

* exhibits trustworthiness, faimess, honesty and integrit

* demonstrates a steady work ethic, a positive attitude and emotional maturity

* If assigning a rating other than 3 - “'mests expectation™, please provide a comment.

Rating {EEESY ST IS ~ B

Created By New Manager V72017 4.54PM
Competencies Summary
Comments 2 Font size - B I U| = 2 A- B- — %
v
®100%
.
Step Action

24.
enough to meet expectations.".

Enter the desired information into the field. Enter "This employee is doing well

25. Click the scrollbar.

26.
your evaluation.

Click the Save button.

Save

You have an option to save what you have entered so far and come back to complete

27.
manager.

Click the Complete button.

You have completed everything and want to move your evaluation forward to the

28. Click the Confirm button.

29.
Evaluation.

They can review what you have entered.

The manager receives an email indicating that you have completed the Participant
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Step Action

30. Click the Home link.
Homd

31. Congratulations! You have completed this lesson.
End of Procedure.

Declining the Participant Request
Section 2, Lesson 4 Exercise - Scenario 2: Declining the Participant Request

Procedure

In this lesson you will learn how to decline a request to participate as a nominee.

Favorites + Main Menu +
Home | Workist | MuliChannel Console | Performance Trace |  Add to Favorites Sign out
ORACLE’
Personalize Content | Layout
Menu S av
Search:
My Favorites

CAPPS Interfaces
Consolidated Utilities

Self Service

Manager Self Service

Time Admin Self Service
Recruiting Center
Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mamt
Payroll Interface

Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Pension

Interfaces

Set Up HRMS

CAPPS Utilities

Enterprise Components.
Worklist

Application Diagnostics
Tree Manager v

#100% ~

Step Action

1. Click the Self Service link.

2. Click the Other's Performance Documents link.

Eihers Performance Documenty

3. Click the Pending Evaluation Requests link.
Pending Evaluation Requestd
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Step Action

4, Click the Test Employee DEFG option.
[} Test Employee DEFG

5. When you Accept or Decline the participant request, the system will send your
response via email to the manager.

6. Click the Decline button.
| Decline |

7. You can enter comments although they are not required.

Enter the desired information into the Enter Comments field. Enter "I'm not
familiar enough to be able to evaluate this employee.".
Enter Comments:

1Ell
8. Notice the red text above, Are you sure you want to decline this evaluation request?
Click the Yes button.
[ Yes |
9. Click the Home link.
10. Congratulations! You have completed this lesson.

End of Procedure.

Reviewing Employee Final Evaluation
Section 2, Lesson 5 Exercise - Scenario: Reviewing Final Employee Evaluation

Procedure

In this lesson you will learn how to review the final employee evaluation and include comments.
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Favorites v Main Menu ~

Home Worklist MultiChannel Console Performance Trace Add to Favarites Sign out

ORACLE"

Personalize Content | Layout

Q
o
4

Menu
Search:

My Favorites

CAPPS Interfaces
Consolidated Utilities

Self Service

Manager Self Service

Time Admin Self Service
Recruiting Center
Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payrall for North America
Global Payroll & Absence Mgmt
Payrall Interface

Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Pension

Interfaces

Set Up HRMS

CAPPS Utiities

Enterprise Components:
Worklist

Application Diagnostics
Tree Manager v

®100%

Step Action

1. Click the Self Service link.

2. Click the Performance Management link.

Pemormance Managemen]

3. Click the Current Documents link.
Cumrent Documents

4. Click the Statewide Long Document Type link.

Statewide LDHE

5. Click the Minimize Performance Process button.

6. You should review the Manager Ratings and any comments entered on all of the
Evaluation Tabs.
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Favorites ~ ‘ Main Menu - > Self Service v > - > My Documents » > Historical Documents. [l

Home | Workiist | MultiChannel Console | Performance Trace | AddtoFavortes | Sign out
ORACLE
»

- Statewide Long Document Type

Manager Evaluation - Review with Manager SPrint | = Notity

Job Title Administrative Asst Il Manager New Manager
Period 01/01/2018 - 12/31/2018
Document ID 189016

Due Date 03/01/2019

Document Type Statewide Leng Document Type
Template Statewide Long Eval Form
Status Shared with Employee
~ Employee Data

Department 2000
Location 5000

Operations Admin
5000 - 100 N Main St

This document is available for your review. You should review this document with your manager if you have not already done so.

[} Long Format

[ Type of Evaluation || Goals/Obiectives || Core Competency || Overall Summary || Career Development || Job Descripion || Employee Comments

¥ Section 2 - Employee Goals
~ Expand | » Collapse

} Goal 1: Increase customer satisfaction by 10%
} Goal Z: Reduce Customer Complaints by 5%

) Goal 3: Obtain additional education.
Goals Summary

Manager Rafing 4- Exceeds Expectations 367y

Manager Comments.
[Employee DEFG has proven to be a true asset to our department.

Retun to Current Documents | Save | A

v
®100%
Step Action
7. Click the Expand link.
Expand
Favorites + ‘ MainMenu~ > SelffService v 5 My Documents ~ > Historical Documents [

Home | Workiist | MultiChannel Console | Performance Trace | AddtoFavortes | Sign out

ORACLE’

Statewide Long Document Type Return fo Current Documents ‘Saivel A

Manager Evaluation - Review with Manager &iPrint | [ Notify

Job Title Administrative Asst Il Manager New Manager
Period 01/01/2018 - 12/31/2018
Document ID 189016

Due Date 03/01/2019

Document Type Statewide Long Document Type
Template Statewide Long Eval Form
Status Shared with Employee

~+ Employee Data

Department 2000
Location 5000

Operations Admin
5000 - 100 N Main St

This document is available for your review. You should review this document with your manager if you have not already done so

B¢ Long Format

[ Type o Evaluation || GoalsiObiectives || Core Competency |[ Overall Summary || Career Development || Job Descripiion || Employee Comments
¥ Section 2 - Employee Goals
~ Expand | » Collapse
¥ Goal 1: Increase customer satisfaction by 10%
Description : Increase customer satisfaction by 10% by year end.
* Due Date

* Status: In Progress
* Percent Complete: 0

Manager Rating 4- Exceeds Expectations 400

Manager Comments

®100% ~
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Step Action

8. Click the scrollbar.

9. Continue reviewing Goals.
Click the scrollbar.

10. The manager has entered comments in the Goals Summary section.
Click the scrollbar.

11. Click the Core Competency tab.

| Core Competency |

12. Click the Expand link.

13. Continue with reviewing the Competency Manager Ratings and Comments.
Click the scrollbar.

14. Click the scrollbar.

15. Click the scrollbar.

16. Click the Overall Summary tab.

Owerall Summary

17. The Overall Summary page provides an average of all the ratings entered.

The Manager may have added Comments within this section as well.

18. Click the Career Development tab.

Career Development

19. Click the scrollbar.
20. Click the scrollbar.
21. Click the Job Description tab.

Job Description

22. You may enter your comments regarding the employee final evaluation.

Click the Employee Comments link.

Employee Comments

23. Enter the desired information into the field. Enter "Thank you for the positive
employee performance evaluation.".
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Step Action

24. Click the Save button.

Save

25. Click the Home link.
Homd

26. Congratulations! You have completed this lesson.
End of Procedure.

Acknowledging Evaluation
Section 2, Lesson 6 Exercise - Scenario: Acknowledging Evaluation

Procedure

In this lesson you will learn how to Acknowledge a performance evaluation upon request from
your manager.

Favorites v Main Menu v

Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out

ORACLE"

Personalize Content | Layout

Menu T o~
Search:

My Favorites

CAPPS Interfaces
Consolidated Utilities

Self Service

Manager Self Service

Time Admin Self Service
Recruiting Center
Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mamt
Payroll Interface

Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitering
Pension

Interfaces

Set Up HRMS

CAPPS Utilities

Enterprise Components.
Worklist

Application Diagnostics
Tree Manager v

#100% ~

Step Action

1. Click the Self Service link.

2. Click the Performance Management link.

Pemormance Managemen]
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Step Action

3. Click the My Performance Documents link.

My Performance Documentd

4. Click the Current Documents link.
[Current Documenty
5. Click the Statewide Long Document Type link.

Statewide Long
Document Type

6. Notice where you are in the process.

Highlighted in yellow is what needs to occur - Employee Acknowledgement.

7. Click the Minimize Performance Process button.

8. Click the Acknowledge button.

Acknowledge

9. Click the Confirm button.

10. The manager will receive an automated email indicating that the document has been
acknowledged by you.

In the case you are absent or refuse to acknowledge, the manager can override the
acknowledgement and complete the evaluation process.

11. Click the Home link.
bomd
12. Congratulations! You have completed this lesson.

End of Procedure.

Viewing/Printing Historical Documents
Section 2, Lesson 7 Exercise - Scenario: Viewing/Printing Historical Documents

Procedure

In this lesson you will learn how to view, print, save your completed employee performance
evaluation.
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Favorites + Main Menu ~
Home Worklist MuitiChannel Console Performance Trace Add to Favorites Slgn out
ORACLE
Personalize Content | Layout
Menu T o~
Search:

My Favorites
CAPPS Interfaces
Consolidated Utilities

Self Service

Manager Self Service

Time Admin Self Service
Recruiting Center

Recruiting

Workforce Administration
Fusion Integration

Benefits

Compensation

Stock

Time and Labor

Payroll for North America
Global Payroll & Absence Mgmt
Payroll Interface

Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Pension

Interfaces

Set Up HRMS

CAPPS Utiities

Enterprise Components
Worklist

Application Diagnostics

Tree Manager v

®100%

Step

Action

Click the Self Service link.

Click the My Performance Documents link.

Iy Performance Documentd

Once an evaluation is completed, it will be located under Historical Documents.

Click the Historical Documents link.

Historical Documentg

Click the Statewide Long Document Type link.
Statewide Long

Click the Minimize Performance Process button.

Click the Print link.
EiPrin]
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Statewide Long Document Type

Manager Evaluation - Completed

Test Employee DEFG

Job Title: Administrative Asst Il

Document Type: Statewide Long Document Type
Template: Statewide Long Eval Form

Status: Completed

Manager: New Manager

Period: 01/01/2018 - 12/31/2018
Document ID: 189016

Due Date:

Department: 2000
Location Code : 5000

Operations Admin
5000 - 100 N Main St

The document status is Completed.

Section 1 - Document Purpose

Manager Rating: Yes

Created G = Jm ge ORC)

1 e

Step

Action

Using this tool bar, you can either Save, Print, and/or View.

Click the Next Page object.

8. Click the Next Page object.

9. Click the Next Page object.

10. Click the Next Page object.

11. Click the Next Page object.

12. The eSignature section displays your signature once you acknowledge the
evaluation.

13. When a manager overrides the acknowledgement, their name appears in the

Employee Signature section with (Manager Override) indicated.
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Step Action

14. Click the scrollbar.
LA

15. Click the scrollbar.

16. Click the Close button.

Statewide Long Document Type
Manager Evaluation - Completed

Test Employee DEFG

Job Title: Administrative Asst Il Manager: New Manager
Document Type: Statewide Long Document Type Period: 01/01/2018 - 12/31/2018
Template: Statewide Long Eval Form Document ID: 183016

Status: Completed Internet Explorer E—— =)

Do you want to close all tabs or the current tab?

Departn ons Admin
Location G [ Cosealtsbs | [ Closecurenitab | | J00 N Main St

The document status is COmMPll [ Aways dose all tabs

Section 1 - Document’PUIPOSE

Manager Rating: Yes

Created By :  Template 10/17/2017 4:02PM

Step Action

17. Click the Close current tab button.
Close cument tab
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Favorites + Man Menu~ > Self Sevicew > = > My Documents v > _Historical Documents ||
Home | Workist | MultiChannel Console | Performance Trace | Add to Favorites Sign out
ORACLE"
Statewide LUﬂg Document Type Return to Performance Documents History A

Manager Evaluation - Completed EiPrint | [ Notify

Job Title Administrative Asst Il Manager New Manager
Document Type Statewide Long Document Type Period D1/0172018 - 12131/2018
Template Statewide Long Eval Form Document ID 189016
Status Completed Due Date 03/01/2019
Employee Data
Department 2000 Operations Admin
Location 5000 5000 - 100 N Main St

The document status is Completed.

[} Long Format

Type of Evaluation | GoalsiObjectives | Core Competency || Gverall Summary || Career Development || Job Description || Emplayee Comments

Section 1 - Document Purpose

- Expand | (1 Collapse

Annual Employee Evaluation

Document Purpose Summary

Manager Comments

®100%

Step Action

18. Click the Home link.
Eomd

19. Congratulations! You have completed this lesson.
End of Procedure.
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